BALTIMORE COUNTY
OFFICE OF CENTRAL SERVICES

Records Management Divisiea

RECORDS RETENTION AND DISPOSAL SMIEN LE

AUDITOR'S OFFICE ALL DIVISIONS
AGENCY DIVISION

DESCRIPTION RETENTION

THIS SCHEDULE SUPERSEDES SCHEDULE C513-A

AUDIT WORKPAPERS Purge of all non-record
These files contain audit guidelines, workpapers, material before transfe
schedules and correspondence required to complete to Records Management.
routine and special internal audits, including Retain for fifteen (15)
monthly bank reconciliations, vouching file, generpl years, then destroy.
fund, inventory, revenue division, capital
improvement fund, etc. Also, included are
documentation relevant to Charter and Grant Audits)
The information in these files is not available
from any other agency or department.

CHECK RECONCILIATION Retain for fifteen (15)
These files consist of data processing printouts years, then destroy.
and contain a chronological, numerical list by chefk
number. They are printed monthly. The magnetic
tapes are forwarded from bank and developed showinj
cleared and outstanding checks and forwarded to
the Office of Finance for reconciliation. They ar
divided as follows:
A. Payroll Check Account (prior to 1973,
reconciliation is included in
workpapers
Disbursement Check Account - prior to
1972, reconciliation is included in
workpapers
Employee's Retirement Account - Prior
to October 1981 reconciliation is
included in workpapers. A copy of this
record is also forwarded to Office of
Finance, Retirement Section
SCHEDULE APPROVED BY SCHEDULE APPROVED BY
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RECORDS RETENTION AND DISPOSAL SCHEDULE
(CONTINUATION SHEET)

SCHEDYRE -

PAGE NO.
20f 3

DESCRIPTION

RETENTION

AUDITOR'S RECIPIENT LISTING

As required by the Baltimore County Code, the
Auditor maintains an annual list of all payments to
individuals and vendors, excluding payrolls. The
Recipient Listing provides the basis for developing
and complying with the above requirement and
includes the check number, date, amount, code,
Vendor Number, and Social Security Number.

VOUCHER LISTING

This file contains a listing of vouchers selected
for testing and verification and it may include
audit remarks and cross-reference to other audit
papers, including audit information related to
Charter and Grant Audit.

EMPLOYEES EARNINGS RECORDS

The original Employees Earnings Records are
maintained by the Office of Finance. The Auditor's
copy represents a duplicate, for convenience,

FINANCE OFFICE - FINANCIAL SYSTEMS FILES

The original Financial System Files are maintained
by the Office of Finance. The Auditor's copy
represents a duplicate retained in this office for
convenience.

GENERAL CORRESPONDENCE AND ADMINISTRATIVE FILES
Subject arrangement of original incoming letters,
copies of outgoing letters, memoranda, studies,
reports, directives, policies, and other materials
related to the administration of the agency.

UNOFFICIAL PERSONNEL FILES

Files contain information on current employees.
Files may contain but are not limited to copies of
applications, annual reviews, reprimands and
disciplinary actions., awards, doctor slips, accident
reports, resumes, etc.

Retain for fifteen (15)
years, then destroy.

Retain for fifteen (15)
years, then destroy.

Non-Record. Retain until
no longer needed, then
destroy.

Non-Record. Retain until
no longer needed, then
destroy.

Screen annually and
destroy that material no
longer needed for current
business.

Directives, policies, and
other material related to
the planning and policy
that illustrate the
development of the agency,
retain permanently for
eventual transfer to the
Archives.

Screen annually and
destroy that material no
longer needed for current
reference. Retain
remaining items for two
(2) years after
termination, then destroy.

RM 1A (Rev. 1/90)




RECORDS RETENTION AND DISPOSAL SCHEDULE
{CONTINUATION SHEET)

SCHEDULE NO.
C-686

PAGE NO.
30f 3

DESCRIPTION

RETENTION

9. LEAVE AND TIME SHEETS

This file contains office copies of employees annual
leave and daily time recordings (biweekly copies of
time sheets, and computer biweekly printouts).

10. BUDGET RECORDS

Annual Budget Submissions
Monthly Budget Printouts
Work Papers

11. GENERAL ACCOUNTING RECORDS

Files contain office copies of:

Goods Received memoranda, billing invoices,
expense/travel reports, requisitions, petty cash
vouchers, mileage reports, direct payment forms, paig
bills, ticket books, purchase orders deposit slips,
receipt books, etc.

12. FIXED ASSET FILE

Fixed asset printouts (including vehicles)

IRA Forms (office copy)

Lost/Stolen Forms (office copy) .
Surplus Forms (office copy)

Transfer Forms (office copy)

Retain for one (1) year,
then destroy.

Retain annual submissions
for five (5) years, then
destroy. Retain all otheq
papers for two (2) years,
then destroy.

Retain for three (3)
years, then destroy.

Retain fixed asset
printout for one (1)
vear, then destroy.
Retain all other
completed forms for three
(3) years, then destroy.

RM 1A (Rev. 1/90)




INSTRUCTTONS - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED REOORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE.

DEPARIMENT OF GFNERAL SERVICES
RECORDS MANAGRMENT DIVISION
7275 WATERLOO RDAD
P.0. Box 275
Jessup, Maryland 20794

AGENCY RECORDS INVENTORY

Pape [ of J+—

1. DEPARTMENT /AGENCY

Auditor's Office

2. DIVISIGN

All Divisions

3. UNIT

A GROUP OF RELATED RECORDS NORMAULY FILED AND USED AS A UNIT FOR
DEFINTTION-RECORD SERTES- poveniNCE AS WELL AS RETENTION AND DISPOSITION PURPOSES.

4. REOORD SERIES TITLE 5. EARLIEST YEAR/ULATEST YEAR

Audit Workpapers 1987 10 present

—  (BRIEFL.Y DESCRIEE THE TYPES OF INFORMATION/DOCUMENTS/FORS FOUND
6. RECORD SERIES D - '
Reqo ISCRIPTION ~ '\ 14E SERIES. INCLUDE THE PURPOSE OR FUNCIION OF THE SERIES)

Contain audit guidelines, workpapers, schedules and correspondence necessary for routine and
special internal audits, suchdas internal audits, including monthly bank reconciliations,
vouching files , ganeal fund, invetory, revenue divioion, capital improvement fund, etc.

All documetation relevant to Charter and Grant Audits may be included. They are original and

are not duplicated in any other agency.

7. REQORDS SERIES FORMST(S)
k! LETIER SIZE [ ] MICROFUM

] LFGAL SIZE (] OOMPUTER TAPE
"] BOUND BFOOK [ ] FLOPPY DISK
[]1 AUDIO TAPE []vmszom

{1 OTHER(SPECIFY)

8. RECORDS SERIES SEQUENCE
{1 AUPMABETICAL

{1 MMERICAL
K] CHRONOLOGICAL
{] GROGRAPHTCAL

(] OTHER SPECIFY

9. VOLIME
(A FILE DRAWER(S)
[ ] MICROFTIM REEL(S)
5 {1 COMPUTER TAPE(S)
NIMBER [} OTHER SPECIFY

10. VOLIME
D FILE DRAWER(S)
(] MICROFIIM REELS(S)
/ {] OMPUTER TAPE(S)
NIMBER [ ] OTHER(SPECIFY)

11. FILE US USED
(] pAmLY (1 WEEKLY

A MHLY

12. FILES BEOME INACTIVE AFTER

5 ifﬁﬁr [ MONTH(S) [1 YEAR(S)

13. CURRENT LOCATION(S) (BLDG., FLOOR, ROCM)
(1f yes, specify agency or office

4. 1S REOORDS SERIES DUPLICATED ELSEWHERE?

R 22
4080mWah{ngton Avenue Towson, Md. 21204 : (1 yes &

15. ACCESS RESTRICTIONS [] YES

(If yes, cite law(s) & regulation(s)

16. AUDIT REQUIREMENTS .
(1 nNte  []STATE (] FEDERAL B INDEPENDENT

17. 1S AN INDEX SYSTEM USED? (1f yes, explain briefly and

describe and hardware/software)
£} YES (1w

18. RECOMENDED RETENTION
Retain for fifteen years, then destroy.

19. NAME AND TITLE OF PREPARER

Lauren Smelkinson Auditor

20. TELEPHONE NUMBFR 21. DATE
887-3193 43/16/92




INSTRUCTTONS - TYPE OR PRINT A
SEPARATE FORM FOR FACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE.

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGFMENT DIVISION

7275 WATERLOO ROAD

P.0. Box 275

Jessup, Maryland 2079

AGENCY RECORDS INVENTORY

Z

!

Page of

'l’Dm%RﬂENDMGREY

Auditor's Office

2. DIVISION

All Divisions

3. UNIT

DEFINTTION-REQORD SERIES-

A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR
REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSES.

4. REOORD SERIES TITLE

Check Reconciliations

5. FARLIEST YEAR/TATEST YEAR
19900 Present

6. RECORD SERIES DISCRIPTION -

of Finance for reconciliation.

Data processing printouts listing checks numerically.

(BRIEFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS FORND
IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES)

from bank and developed showing cleared and outstanding checks and forwarded to the Office

Issues monthly. The tapes are forwarded

7. RECORDS SERIES FORMBT(S)
() LEITER SIZE [ ] MICROFOM

[] 1BGAL SIZE (] OOMPUTER TAPE
.[] BOUND BOCK  [] FLOPPY DISK
[] AUDIO TAPE [] VIDEO TAPE

0 OTHER(SPECIFY) & eer Dror

8. REQORDS SERIES SEQUENCE

[ 1 ALPHABETTCAL
[1 NUMERICAL
K CHRONOLOGICAL

(] GBOGRAPHTCAL

9. VOLWME
K FILE DRAWER(S)
) MICROFTIM REEL(S)
‘ {1 OOMPUTER TAPE(S)
NMMBER (] OTHER SPECIFY

10. VOLIME
X FILE DRAWER(S)
[] MICROFTIM REELS(S)

describe and hardware/software)
[] YES []1n

[] OTHER SPECIFY 4[] ooMruTER TAPE(S)
int Ours MMBER [ ] OTHER(SPECIFY)
11. FILE US USED 12. FILES BEOOME INACTIVE AFTER
(] pany [ 1 WEEKLY B4 MONTHLY / {1 MoNTH(S) [{ YEAR(S)
NUMBER
13. CURRENT LOCATION(S) (BLDG., FLOOR, RodM) 1. 1S REQORDS SERIES DUPLICATED ELSEWHERE?
(1f yes, specify agency or office
Room 22 (1 ¥ES oo
400 Washington Avenue Towson, Md. 21204 :
15. ACCESS RESTRICTIONS () yEs ] to 16. AUDIT REQUIREMENIS g
(1f yes, cite law(s) & regulation(s) [ MME (] STATE [] FEDERAL M/muermmrr
17. 1S AN INDEX SYSTEM USED? (If yes, explain briefly and 18. RECOMMENDED RETENTION

Retain for fifteen years, then destroy. -

19. NAME AND TITLE OF PREPARER

dZéLum, §;¢AZ%;Mu‘/4£A£ZZ,

20. TELEPHONE MUMBER
g8 7-3/53

21. DATE

|




" INSTRUCTIONS - TYPE OR PRINT A
SFPARATE FORM FOR EACH NEW OR

DEPARIMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

REVISED RECORD SERIES. FORWARD 7275 WATERLOO ROAD

WITH REOORDS RETENTION SCHEDULE. P.0. Box 275
Jessup, Maryland 20794 Pape 2 of /7
GEPAMI‘/AGEM:Y 2. DIVISION 3. UNIT

Auditor’s Qffice All Divisions
A GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR
DEFINITION-RECORD SERIES- povrpNGE AS WETLL AS RETENTION AND DISPOSITION PURPOSES.

4. RECORD SERIES TITLE 5. EARLIEST YEAR/UATEST YEAR

Auditor’s Recipient Listing /ﬁomfw

RECORD SERIES | .. _(BRIEFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS FOUND
6. KD S DISCRIPTION. = 1y THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES)
As required, the Auditor maintains an annual list of all payments to individuals and vendors,

except payroll. The listing provides the basis for developingand complying with the above

requirements and includes the check number, date, amount, code, Vendor no., and S.S.number.

7. REQORDS SERIES FORMST(S)

8. RECORDS SERIES SEQUENCE 9. VOLIME
i LETTER SIZE [) MICROFUM

[1 ALPHABETTCAL 4 FILE DRAWER(S)

{1 MICROFTIM REEL(S)

[] LECAL SIZE  [] OOMPUTER TAPE [ 1 NMERICAL [] OOMPUTER TAPE(S)
[1 OMER SPECIFY
‘] BOUND BOK  [) FLOPPY DISK mﬁmmoclm '
10. VOLIME
(] AUDIO TAPE [] VIDEO TAPE {] GROGRAFMTCAL Mm: DRAWER(S)

(] MICROFTIM REELS(S)
[ OTHER(SPECIFY) 20

[} OOMPUTER TAPE(S)
" NIMBER [] OTHER(SPECIFY)

(] OTHER SPECIFY

1. FILE US USED

12. FILES BEOOME INACTIVE AFTER
[] pAlLY [V WEEKLY BTNy

/ [1 MONTH(S) [ FEAR(S)

NUMBER

13. CURRENT LOCATION(S) (BLIG., FLOOR, ROCM)

(1f yes, specify agency or office
Room 221 '
400_Washington Avenue Towson, Maryland 21204

15. ACCESS RESTRICTIONS ) YES [0 16. AUDIT RPQUIREMENTS
~ (If yes, cite law(s) & regulation(s) BYNOME [ STATE  [] FEDERAL  F. TNDEPENDENT

17. 1S AN INDEX SYSTEM USED? (If yes, explain briefly and

18. REOCMMENDED RETENTION
describe and hardware/software) Reatain for fifteen years, then destroy.
{1 yES i w

14. 1S RECORDS SERIES DUPLICATED ELSEVMERE?

{1 yes (X w

19. NAME AND TITLE OF PREPARER _

20. TETEPHONE MUMBER 21. DATE
TE72-3/93

Y8 P




INSTRUCTTONS — TYPE OR PRINT A DEPARIMENT OF GENERAL SERVICES

E %
SFPARATE FORM FOR FACH NEW CR RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD 7275 WATERLOO ROAD
WITH RECORDS RETENTION SCHEDWLE. ' P.0. Box 275 ) g ot s7-
Qﬂ, Jessup, Maryland 2079 ape ot _/
00 ARTMENT / AGENCY 2. DIVISION 3. UNIT
Auditor’s Qffice All Divisions

A CROUP OF RELATED RECORDS NORMALLY FILED AMD USED AS A UNIT FOR
DEFINITION-REQORD SERTES- crrrercE AS WELL AS RETENTION AND DISPOSITION PURPOSES.

4. REOORD SERIES TITLE 5. EARLIEST YEAR/LATEST YEAR

. 1671 0 S easil”
Voucher Listing ( 497 ._éfL__.
: . o; _(BRIEFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS FOUND
6. RD SERIES DISCRIPTION = 1y 1yE SERTES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES)
Contains a listing of vouchers selected for testing and verification, it may include audit
remarks and cross-reference to other audit papers, including audit information related to
Charter and Grant Audit.

7. RECORDS SERIES FORMST(S) 8. RECORDS SERIES SEQUENCE - 9. VOLIME
3 LETTER SIZE (] MICROFOM [ 1 ALPHABETICAL [q/ms DRAWER(S)
/ (] MICROFTIM REEL(S)
[J LBGAL SIZE () OOMPUTER TAPE [ ] NUMERICAL // [) OMPUTER TAPE(S)
. NUMBER (] OIHER SPECIFY
7] BOUND BooK [} FLOPPY DISK H/CIMNMBICAL
10. VOLIME
(] AupIO TAPE [] VIDFO TAPE - [] GEOGRAPHTCAL (1 FILE DRAWER(S)
[ ) MICROFIIM REELS(S)
[} OTHER(SPECIFY) [] OTHER SPECIFY @ [] odMPUTER TAPE(S)
" NUMBER [] OTHER(SPECIFY)
11. FILE US USED 12. FILES BEOOME INACTIVE AFTER
(] LY (1 veERLY Loy < [1amH(s)  LHSEARGS)
13. CURRENT LOCATION(S) (BELDG., FLOOR, ROCM) 14. 1S RECORDS SERIES DUPLICATED E1L.SEWHERE?
(1f yes, specify agency or office
Room 2%] . [] YES k! N
400 Washington Avenue Towson, Md. 21204 :
15. ACCESS RESTRICTIONS []1Yes (1Mo 16. AUD TREMENTS :
(1f yes, cite law(s) & regulation(s) , NME  [] STATE  [) FEDERAL.  [) TNDEPENDENT
17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and 18. RECOMMENDED RETENTION .
desctibe and hardware/software) Retain for fifteen years, then destroy. °
[} YES []n

t
1

'|9.NNEINW) ITLE OF PREPARER . ZO.THﬁTﬂlﬁlwlﬁER 21. DATE . |
%« %m\ @& 7-3/73 G

| o




INSTRUCTIONS - TYPE OR PRINT A
SFPARATE FORM FOR FACH NEW OR
REVISED RECORD SERIES. FORWARD

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISTION
7275 WATERUOO ROAD

AGENCY RECORDS INVENTORY

WITH RECORDS RETENTION SCHEDULE. P.0. Box 275

22—
Q Jessup, Maryland 2079% Pape _ 5 of /
1 WBEPARTMENT /AGENCY 2. DIVISION 3. UNIT

Auditor’s Office All Divisions

DEFINITION-RECORD SERIES-

A GROUP OF RELATED RECORDS NORMALLY FILED AMD USED AS A UNIT FOR
REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSES.

4. REOORD SERTES TITLE

5. FARLIEST YEARAATEST YEAR
TO

Employees Earnings Records _ /

6. RECORD SERIES DISCRIPTION _(BRIEFLY DESCRIBE THE TYPES OF INFORMATION/DOCUMENTS/FORMS FOUND

IN THE SERTES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES)

The original records are maintained by the Office of Finance. The Auditor’s copy represents
a duplicate, for convenience.

7. RECORDS SERIES FORMST(S) 8. RECORDS SERIES SEQUENCE 9. VOLIME
] WETTER SIZE [] MICROFDM I ALmABEI.‘I(‘g, b4 FILE DRAWER(S)
Coccal Seecnds ¥ (] MICROFTIM REEL(S)
{] LBGAL SIZE ) OOMPUTER TAPE b} SMERICAL 7/ J [] OMPUTER TAPE(S)

. NUMBER {] OMER SPECIFY
] BOND BOoK [ ] FLOPPY DISK ] CHRONOLOGICAL
10. VOLIME
{1 AUDIO TAPE [ ] VIDRO TAPE {] GEOGRAPHTCAL BJ FILE DRAWER(S)
(] MICROFTIM REELS(S)
EY OTHER(SPECIFY). [] OTHER SPECIFY f [] COMPUTER TAPE(S)
. /Z;uwﬂéu// “MIMEER [ ] OTHER(SPECIFY)
11. FILE US USED / 12. FILES BEOOME INACTIVE AFTER
{1 pAmLy {1 wEEKLY {9 MONTHLY H4EAR(S)

é ] MNTH(S)

13. CURRENT LOCATION(S) (BLDG., FLOOR, ROOM) 14. 1S RECORDS SERIES DUPLICATED FLSEWHERE? o
(Ig Z'Ies, specify agency or office W Hore 1
Room YES 110 /%»w L praney
400 Washington Avenue Towson, Md. 21204 L] (] O/ ,(:/L eneed
15. ACCESS RESTRICTIONS {1} YES ] 0 16. AUDIT REQUIREMENTS =
(1f yes, cite law(s) & regulation(s) (InotE (] STATE  [) FEDERAL. [ ] TNDEPENDENT
17. 1S AN INDEX SYSTFM USED? (If yes, explain briefly and

18. RECOMMENDED RETENTION
Retain until no longer needed,

g : L n #lten estroy.
At A

desctibe and hardware/software)
M vES [1 N

19.

20. TELEPHONE NUMBER

ten Snelhpens £ 7-3/97 T gy




INSTRICTIONS — TYPE OR PRINT A IRPARIHENT OF GEMERA, SERVIIES

SETARATE FORM FOR FACH NEW OR REQURDS MAMAGRMENT DIVISION AGENCY RECORDS INVENTORY
REVISED RECORD SERIES.  PORUARD 7275 WATERLOD ROAD
WITI REOORDS RETENTION SQHEILE. P.0. Box 275 r ) oo /2
Jessup, Maryland 20794 e _fp O
‘mmm%mll\mm 2. DIVISION 3. uNIT
Auditor’s Office All Divisions

K CRUT OF RETATED RECURDS PORILLY FILED A URED A A UNIT FOR
TFFINITION-REQURD SERIES- poreriaE AS WELL AS REIENIION AND DISFOSITION PURFUSES.

4. REOORD SERIES TITLE 5. EARLIEST YFAR/LATEST YEAR

Financial Systems Files /770 IO/A&&C@"

S IR T (MRIEFLY DESCRIBE THE TYPES OF INFORMATION/DOCIMENTS/FORMS FOUMD
6. RECDRD SERIES DISCRIFTION ="y e crpIES.  IMAUTE THE PURPOSE OR EUNCTION OF THE SERIES)

The original files are maintained by the Office of Finance. The Auditor’s copy reprsents
a duplicate retained in this office for convenience.

7. REOORNS SERIES FORMST(S) 8. REOORDS SERIES SEUENCE 9. VUHMF )
14 1EITER S12E [ ] MICROFIIM L) AUWABETICAL LHFILE DRAVER(S)
’ {] MICROFTIM REEL(S)
1) LBCAL S1ZE 1] OMPUTER TATE H/mchL—/‘;W Coell. 3 [] OMPUIER TAPR(S)
' NABER [) OIMER SPECIFY
‘Umm { ] FLOPPY DiSK [) ORAOGICAL
10. WLUE
L) Ao TA%E L] VIO TAPE (1 GrocRAHICAL | LY FILE DRAER(S)
. (] MICROFTIM REELS(S)
{1 ONER(SFECIFY) ] OER SPECIFY Q {) ocoMrUIER TAPE(S)
MMBER | ] ONER(SPECIFY)
. FIEUS UKD - 12. FILES B0 INACTIVE AFTER
© () pAny [ WEERLY (4 ity i i [1MNIH(E)  BYYEAR(S)
MRMBER
13. CURRENT LOCATION(S) (BUIG., FLooR, Roddt) l4. 1S REOURDS SERIES DUPLICATED E1LSFWERE?
: R (szzy;es, apecify agency or office -
oom L N
400 Washington Avenue Towson, Md. 21204 : ki W}LMJ];"’KM
15. AOESS RESTRICTIONS ) ves || to 16. AUDITATYUIREMENTS 4

(1f yes, cite 1aw(s8) & repulation(s)

B[] STME 1) EEUERAL () IMSEFRMURNT
17. 1S AN INEX SYSTEM USED? (1F yes, expldin briefly and 18. REOAENIED RETENTION
describe and hardware/software) Retain until no longer needed, then
LYES (o destroy. '

'. NAE AND TITLE OF PREPARER 20. TRLEMONE MABER 21. DATE
Lauren Smelkinsoénim~Auditor 887-~3193 3/31/92




| INSTRUCTIGNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERJES. FORWARD
1TH RECORDS RETENTION SCHEDULE
GS $80-1})

DEFARTMENT OF GEMNERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD
P.O. BOX 275
JESSUP, MARYLAND 20794

INVENTORY

AGENCY RECORDS

pace [/ of /1

1. DEFARTMENT/AGENCY

Nooltoo Flicy

2. plvision

A

~
~

s.

UNLIT

A GROUP OF RE ED RECORDS NORMALL
CEF INITION -RECORD sé!n:s- RELAY NORMALLY FILED
REFERENCE A8 RWELL AN RETENTION AND DISPOS

; 4. RECORD SERIES TITLE

Administrative and General Correspondence

AND USKED AS A UNIT FOR
1TION PURPFOSESN

5. EARL]EjZ?YEAR/LATEST YEAR

7 w0 /022~

‘IN THE SERIES.

fubject arrangement of original letters, copies of outgoing letters, memoranda, studies,
reporis, directives, policies and other materials related to the administration of the

agency.

’ BRIXFLY DESCRIBE THE TYPES OF
6. RECORD SERIES DESCRIPTION ( 1 Y INFORMATION/DOCUNENTS/FORMS FOUMD
INCLUDE THE PURPOSE OR FUNCTION ©OF THE ﬂEFl!Sl

7. RECORD SERIES FORMAT(S|
o/ LETTER SIZE D MICROF LM
"I}LEGAL 51ze° D CCMFUTER TAPE
BOUND BOOK O FLOPPY DISK
0O AUDIO TAPE 0O VIDEO TAPE

O OTHER({ SPECIFY)

8. RECORD SERIES SEQUENCE
ALPHAEETICAL
O NUMERICAL
O CHRONOCLOG I CAL
O GEOGRAPHICAL

OTHER(SPECIFY]}

Qb

[4

8. VOLUME
@ FILE DRAWER(S|
O MICROFILM REEL(S)
: O COMPUTER TAPE(S)
NUMBER 0 oTHER|SPECIFY)
10. ANNUAL ACCUMULAT ICN

RUMEER O COMPUTER TAFPE(S)

FILE DRAVER(S)
O MICROFILM REEL(S)

O oTHER(SPECIE )

‘1 giLE 1S UsED

0O pAILY O WEEKLY

12.

O MONTHLY NUNBER

FI1LE BECOMES

INACTIVE AFTER |
O MoNTH(S)

O YEAR(S) |

13. CURRENT LOCATION(S) (BLDG.,FLOOR, ROOM)

f4. 1S RECORD SERIES DUPLICATED ELSEWHERE?

tir vyes, sreciry saEncy or orrice)
O YyEs O No

15. ACCESS RESTRICTIONS a yEs # NOo

(1" yes, c171e LAw(s) & rrcuLaTION(S)

16. AUDIT REQUIREMENTS

A NoNE O STATE 0O FEDERAL O INDEPENCENT

17. IS AN INDEX SYSTEM USED? (1 vyeS.E>PLAIN
BREIEFLY AKD DESCRIEBE ANY HANDHAREISOFTWARE)

R YES D NO Alphabetical by

subject

RECCMMENDED RETENT ICN ]
Screen annually and destroy that material no

longer needed for current business. Directiveg®
policies and other material related to the
planning and policy that illustrate the
development of the agency, retain permanently
for eventual transfer to the Archives.

t9. NAME AND TITLE OF PREPANMER 20.

Lauren Smelkinson-Auditor 887-3193

TELEFHCNE NUMEELR

21. DATE

3/31/92

DG5S 3£0-4 [REVISED 2/27)




DEPARTNENT OF GENERAL SERVICES
RECORDS MANAGENENT DIVISION

Instructions TYPR OR PRINT A

AGENCY  RECORDS  INVENTORY
SEPARATE FORM POR EACH NEW OR

REVISED RECORDS SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE

7275 WATERLOO ROAD
P.0. BOX 275
JRSSUP, MARTLAND 20734

PAGR_ S 0F /T~

3. UNIT

1. DRPARTNENT/AGENCY N 2ommuéiwugwnﬁ
Sl c:7§z§2;;41<1

DEFINITION - RECORD slﬁ%ﬁ% A group of related records nornally filed and used as a unit for reference as well as
retention and disposition purposes
{

4. RECORDS SERIES TITLE | 5 EARLIES? YEAR/LATES? TEAR
UNOFFICIAL PERSONNEL FILES ’ A 791_0%

§. RRCORDS SERIBS DESCRIPTION (Briefly describe the types of Infornatlon/docunents/forls found in the series,
Include the purpose or function of the serlesI

Files contain information on current employees. Files may contain but are not limited
to copies of applications, annual reviews, reprimands and disciplinary actions, awards,
doctor slips, accident reports, resumes, etc.

|
7. RBCORDS SERIES FORMAT{S)

[4-LETTER SIZE [] MICROPILNM

8. RECORDS SERIRS SEQURNCE

9. VOLUME
(.} ALPHABETICAL

VFILE DRAWER(S)
[] MICROPILM REBL(S)
, Z [] COMPUTER TAPE(S)
NUNBER (] OTHER(SPECIFY)

‘ |] LBGAL 5128 {) COMPUTER TAPE {] RUNBRICAL

(] BOUND BOOK [} FLOPPY DISK

10. VOLUNE
[ FILE DRAWER(S)
II MICROFILN RBEL (5)
[} CONPUTER TAPE{S)
{] OTHER(SPRCIFY)

(] AUDIO TAPE {] VIDEO TAPE (] GBOGRAPHICAL

{] OTHER (SPBCIFY)

|
I
I
I
’ I
(1 CHRONOLOGICAL . |
I
I
I
[] OTHER (SPECIFY) |

I

‘11.FILE IS USED
[] DAILY {] VEERLY K] MONTHLY

12. FILB BECOMES INACTIV! AFTER
| [] NONTH(S) [X TBAR(S)
NUMBER

13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOH) 14, 15 RECORDS SERIES DUPLICATED ELSEWHRRE?

{1 988 §§ Ko ({If Yes, Specify Agemcy or Office)

15, ACCESS RRSTRICTIONS {1185 {4 YO | 16, AUDIT REQUIREMENTS
{If yes, cite law{s) & requlation(s) (4 NORE [] STATE || FEDERAL (] INDBPENDERT

17. 15 AN INDBX SYSTEM USED? (If yes, explain briefly and
describe any hardware/software)

18. RECONMENDED RETENTION
Screen annually and destroy that material

I
l
I
(] 18§ bt ¥ I no longer needed for current reference.

| Retain remaining items for two years after

. II termination, then destroy.

| —| l I

§. NAME AND TITLE OF PREPARER | 20. TRLEPHONE NUMBER | 21, DATE
Lauren Smelkinson Audito4 887-3193 : 3/31/92

DGS 550-4(REVISED 2/87)




l |
Instructions TYPR OR PRINT A | DEPARTMENT OF GENERAL SERVICES | AGENCY RECORDS  INVENTORY
SEPARATE PORM FOR BACH NEW OR | RECORDS MARAGEMBNT DIVISION |
REVISED RECORDS SERIRS. FORWARD | 7275 WATERLOO ROAD i
ITH RECORDS RETENTION SCHEDULE | P.0. BOX 275 | PAGE fj o /1
| JESSUP, MARYLAND 20794 |
| I
’Zﬁzg}THEHT/AG NCY | 2. DIVISION | 3. DNIT
| ﬁ |
Aé%j%Léz | /7// 49024Q46¢u67 |
DEFINITION - RECORD s s A group of related records normally filed and used as a unit for reference as well as
retention and disposition purposes
5 EARLIBST YEAR/LATRST YRAR

LEAVE AND TIME SHEETS Y9 | fheaZ

I
4. RECORDS SERIES TITLE _ l
I
l

§. RECORDS SERIES DRSCRIPTION (Briefly describe the types of information/documents/foras found in the series.
Include the purpose or function of the series)

This file contains office copies of employees annual leave and daily time recordings.

7. RECORDS SERIES FORMAT(S) 8. RECORDS SERIES SEQUENCE 9. VOLOME
LETTER SIZE [] MICROFILN [} ALPHABETICAL LY 'FILE DRAWER(S)
(] MICROFILM REEL(S)
. [} LBGAL SIZB [] COMPUTER TAPE [] NUMBRICAL [] COMPUTER TAPE(S)
: TNUNBER | ] OTHER{SPBCIFY)
(] BOUND BOOK |[] FLOPPY DISK
10. VOLUNE

{1 AUDIO TAPE (] VIDEO TAPE

[] OTHER {SPECIEY)

{| GEOGRAPHICAL

[] OTHER (SPECIFY)

('71L8 DRAWER(3)

[] NICROFILN RBEL (]
(] CONPUTER TARE(S)
[] OTHER{SPECIFY)

s
|

|

| .

| v

| iV CHRONOLOGICAL
|

|

|

|

|

I

. e — e — i — — — e,

11.FILE IS USED

[} DAILY {} WRERLY

i NONTHLY

12. FILE BECOMES INACTIVE AFTER
1 {1 NORTH(S)

£k YEAR(S)
NUMBER

13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROON)

14, IS RECORDS SRRIES DUPLICATED ELSEWHERE? v
kl 188 []uno {1f Yes, Specify Agency or 0ffice)

Finance - Payroll division & Personnel

15. ACCESS RESTRICTIONS ] 18§
(1f yes, cite law(s) & requlation(s)

K %0

16, AUDIT REQUIREMENTS
[} RORE [] STATRE [] FEDERAL |[] INDEPENDERT

17. 15 AN INDBX SYSTEM USED? (If yes, explain briefly and

describe any hardware/software)
kJ YES [] wo

. Employee Name

18. RECOMMENDED RETENTION

Retain for one year, then destroy.

9. NAME AND TITLE OF PREPARER

Lauren Smelkinson

| 20. TELEPHONE NUNBER
I

21. DATE

3/31/92

DGS 550-4(REVISED 2/87)

| 887-3193




Instructions TYPE OR PRINT A

SEPARATE FORN FOR EACH HEW OR
VISED RECORDS SERIES. FORWARD
‘x RECORDS RETENTION SCREDULR

'DRPARTNERT OF GENERAL SERVICES

RECORDS MARAGENERT DIVISION
1215 WATRRLOO ROAD

JESSUP, MARYLARD 20794

AGENCY  RBCORDS  INVENTORY

1. DEPARTMENT/AGENCY

%wéfaw% |

|-

!

l

I

| P.0. BOE 275
I

!

I

I

" Df/;;éi522257 o/ taion s

|

|

I

| PAGE /O 0F /L~
|

|

| 3. ONI?

|

|

DEFINITION - RECORD SERIES

A=

retention and disposition purposes

group of related records normally filed and used as a it for reference as well as

4. RECORDS SERIES TITLE
BUDGET RECORDS

19861 fheset™

[ :
] T

| 5 BARLIES? YEAR/LATEST YEAR
I

|

§. RECORDS SERIES DESCRIPTION (Briefly describe the types of information/documents/forms found in the series,

Include the purpose or function of the series)

Annual Bydget Sudmissions
Monthly Budget printouts
Workpapers

1. RECORDS SERIES FORMAT(S)

‘l LETTER SIZE {] HICROFILM
[/ LBGAL SIZE [] COMPUTER TAPB
{1 BOUND BOOX [] PLOPPY DISK

{1 AUDIO TAPE (] VIDRO TAPE

8. RECORDS SERIES SBQUENCE
{] ALPHABETICAL

{] NUMERICAL

(] GBOGRAPBICAL

|
|
|
|
|
| (] CHROKOLOGICAL
!
|
|
|
!
I

9. VOLUNR
[}-FILE DRAWER(S)

[] MICROFILY RERL(S)
i (] COMPUTBR TAPB(S)
NUNBER  [] OTHER(SPECIFY)

10, VOLUNE
ui/i/;s DRAWER(S)

l
I
I
I
I
|
I
I
I
| MICROFILN REEL (5)
I

I

{]
[) OTHER {SPRCIFY) (J/OTHER (SPBCIFY) {] COMPUTER TAPE(S)
: Y T NUMBER [ ] OTHRR{SPECIFY)
|
11.FILE IS USED _ 12. FILR BBCOMES INACTIVE APTER
[] DAILY (] WBERLY & MONTHLY 1 [} NONTH(S) 4 TEAR(S)
NUMBER
14, 15 RBCORDS SERIES DUPLICATED ELSEWHERE?

K 188 [] KO (If Yes, Specify Agency or Office)
Budget Office

15. ACCESS RESTRICTIONS [] 188 | MO
(1f yes, cite law(s) & requlation(s)

16. AUDIT REQUIREMENTS

I
I
|
- |
13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROON) [
I
I
I
| GI RORE  [] STATB [] FEDBRAL (] INDEPENDERT

17. I8 AN INDEX SYSTEM USED? (If yes, explain briefly and
describe any hardware/software]

‘ [] 1ES X ¥o

18. RECONMENDED RETENTION
Retain annual submissions for five years,

|

|

I

| then, destroy. Retain all other papers
| for two years, then destroy
|

|

|

]

I

9. NAME AND TITLE OF PREPARER

Lauren. Smelkinson Auditor ‘

| 20, TELEPHONE NUMBER

21,
887-3193 :

3/31/92




Instructions TYPE OR PRINT A DEPARTMENT OF GERERAL SERVICES AGENCY  RECORDS  IHVBNTORY

REVISED RECORDS SERIES., FORWARD 7275 WATERLOO ROAD

|

SEPARATE FORM FOR EACH NEW OR | RECORDS MANAGEMERT DIVISION
I

WITH RECORDS RETENTIOK SCHEDULE I

P.0. BOX 275 PAGE_// OF /27—

I

| —
| 3. UAI?
I

) 2, Dlji;%§§77 .
| 4,15777 4;;2%/¢43<ﬂ4<9v4<:7

I
I
I
I
JESSUP, MARTLAND 20794 [
I
|
|
I

DEFINITION - RECORD SERI

group of related records normally filed and used as a unit for reference as well as
retention and disposition purposes

|
1. RECORDS SERIBS TITLE | 5 BARLIEST VEAR/LATEST VBAR
GENERAL ACCOUNTING RECORDS : zﬁZZEEYquZééauhIZZ

§. RECORDS SERIBS DESCRIPTION (Briefly describe the types of information/documents/forms found in the series.
tnclude the purpose or function of the series)

Files contain office copies of:
Goods received memoranda,billing invoices, expense/travel reports, requisitions, petty

cash vouchers, mileage reports, direct payment forms, paid bills, ticket books, purchase
orders, deposit slips, receipt books, etc.

7. RECORDS SERIES FORMAT(S)
BTTER SIZE (] MICROFILN

8. RECORDS SERIES SEQUEKCE
ALPHABETICAL

9. VOLUME
L}-FILE DRAWER(S)
[] MICROFILM REBL(S)
[] CONPUTER TAPE(S)
FUNBER (] OTHER(SPECIFY)

. {| LBGAL SIZB [] COMPUTER TAPB [] NUMBRICAL

(] BOUND BOOK [} FLOPPY DISK

10. VOLUMR
fJFILE DRAWER(S)
[] MICROFILM REEL (S)
[] COMPUTER TAPB(S)
NUNBER  |] OTHER{SPBCIFY)

() AUDIO TAPE [] VIDBO TAPE (| GBOGRAPHICAL

[] OTHER (SPECIFY) (] OTHER (SPECIFY)

|
I
|
I
I
(] CHRONOLOGICAL ' |
I
I
I
I
I
|

11.FILE IS USBD 12. FILR BRCOMES INACTIVE AFTER
(] DAfLE K WBERLY [) NONTHLY I [] NORTE(S) [} VEAR(S)
NUNBER

k4 188 [} B0 (If Yes, Specify Agency or Office)
Partia11¥ in .
Finance, Purchasing,

15. ACCESS RBSTRICTIONS  [] TBS [} KO

16, AUDIT REQUIREMENTS N
{1f yes, cite law(s) & requlation(s)

|
|
I
|
13, CURRENT LOCATION(S) (BLDG.,!IOOR,ROOH) | 14. I5 RECORDS SERIES DUPLICATED BLSEWHERE?
|
I
|
| .
| (X RORE [] STATE [] PBDBRAL [] INDEPENDERT

17. IS AN INDEX SYSTEN USED? (If yes, explain briefly and
describe any hardware/software)

WS (] W

18. RECONMENDED RETENTION

Retain for three years, then destroy.

’ By vendor name, account

I
|
I
l
I
I
|
|

9. KAME AND TITLE OF PREPARER 20. TBLEPHONE NUMBER

|
| 21. DATR
Lauren Smelkinson Auditor : 887-3193

3/31/92

DGS 550-4(REVISED 2/87)




 Instructions TYP8 OR PRIRT A DEPARTHEHT OF GENBRAL SERVICES

INT OF \ AGENCY  RBCORDS  INVENTORY
SEPARATR FORM FOR BACH REW OR RECORDS MARAGENENT DIVISION

WITH RECORDS RBTENTION SCHEDULS P.0. Box 215

PAGR 2 -0F /7~
JRSSUP, MARTLARD 20794

|
|
| MANAGA
REVISED RECORDS SERIES. FORVARD | 7215 WATERLOO ROAD
I
I
|
I

2. DIVISION

1. DEPARTRNT/AGERCT o0 .
c//‘?giz,zathZZf:*L<:7éfa [0 } //f222ff§§f,/ I,

3. ORIT

— —— —— T — — — ———— ———

DEFINITION - RECORD SERIRS éfgggoup of related records normally filed and used as 2 unit for reference as well as
retention and disposition purposes

/99
FIXED ASSETS FILE 42101

I

1. RBCORDS SERIRS TITLE | 5 BARLIBST YEAR/LATEST TEAR
l
I

§. RRCORDS SERIRS DRSCRIPTION (Briefly describe the types of information/docusents/foras found im the series.
Include the purpose or function of the series)

Fixed asset printouts (including vehicles)
IRA Forms (office copy)

Lost/stolen forms (office forms)

Surplus forms (office forms)

Transfer Forms (office forms)

7. RRCQRDS SERIES FORMAT(S)
e

[] COMPUTER TRPE(S)
uui%xi {] OTRER(SPECIFY)

| |
| 8. RRCORDS SERIRS SEQUEHCR | 9. voLowg
TMER $I28 || MICROPILN | [] ALPEABRTICAL | LFILR DRARER(S)
| , | [) NICROFILM RERL(S)
{] LBGAL SIZR [) CONPUTER TAPE | {] NUMERICAL | (| COMPUTER TAPE(S)
: | | HUMBER {] OYHER{SPECIFT)
[) BOURD BOOK [ PLOPPY DISK | |)/E;nouobocrcnm |
: | | 10. VOLUNR
{] AUDIO TAPE [} VIDEG TAPE | {] GROGRAPHICAL | ld/ffia DRAWER(S)
| | [] NICROFILN REEL ()
[ OTHER {SPRCIFY) | {] OTHER ($PRCIFY) | '
| |

11.FILE IS USBD

12. BILR BECOMES INACTIVE APTER
(] DAILY (] VEBRLY AR

{ [] NONTR(S)  [4-TEAR(S)
NUMBER

[4-183 . [) R0 (If Yes, Specify Agency or dfflge]

Fed fotrlls — Citind Sorsees

15..ACCBSS RESTRICTIONS (] 188 [} WO

16, AUDI? REQUIREMENTS
(1f yes, cite 1aw(s) & requlation{s)

T
|
|
|
_ !
13. CURRENT LOCATION{S) (BLDG.,FLOOR,ROOM) | 14, IS RRCORDS SRRIBS DUPLICATED BLSEWHERE?
|
|
|'
| 1) FON! {1 STATE |[) PEDERAL [} INDEPENDRRY

by county fixed asset administrator

17. 15 AN INDBZ SYSTEN USED? (If yeés, explain briefly #nd

18. ARCONNENDED RETENTION
descride any hardware/software)

Retain fixed asset Printout for one year,

|
|
s ] Ko | then destroy. .
| Retain all other completed forms for. three
Datew | years, then destroy.
| .
|— ! I
9. NAME AND TITLE OF PRRPARER | 20. TELEPHONE HUMBER | 21. DATB
Lauren Smelkinson - Audit¢r 887-3193 | 4/9/92
: | |

DGS 550-4(REVISED 2/87)




